
Letter of Introduction 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

My name is [Your Name], and I am the owner of [Your Business Name], which is a micro-

enterprise located in [Location]. We specialize in [brief description of your business offerings]. I 

am writing to formally introduce my business and request your support for funding opportunities 

that can facilitate our growth. 

As a passionate entrepreneur, I have dedicated myself to [explain your mission and vision 

briefly]. Our current project focuses on [describe specific projects or goals]. However, to achieve 

these goals, we seek financial assistance to [detail specific funding needs, e.g., purchase 

equipment, expand services, etc.]. 

I believe that with your support, we can make a significant impact in our community by [mention 

the potential positive outcomes of your business]. I welcome the opportunity to discuss this 

further and explore how we can collaborate for mutual benefit. 

Thank you for considering this introduction. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Business Name] 

[Your Phone Number] 

[Your Email Address] 


